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LETTER  OF  TRANSMITTAL. 


To  the  Honorable  Judges 

of  the  Circuit  Court  of  Cook  County. 

GENTLEMEN  : 

The  Chicago  Bureau  of  Public  Efficiency  submits  herewith  a 
supplemental  report  upon  the  office  of  Clerk  of  the  Circuit  Court 
and  upon  the  office  of  Clerk  of  the  Superior  Court  of  Cook 
County. 

In  preparing  this  report,  the  Bureau  has  not  confined  itself 
to  the  single  aspect  of  the  matter  with  which  the  Judges  are  re- 
quired by  the  Constitution  of  the  State  to  deal — that  of  fixing  the 
number  of  employes.  It  has  aimed  to  carry  on  a  comprehensive 
study  of  the  offices  and  to  make  a  presentation  of  facts  and  con- 
clusions of  interest  to  the  general  public  and  to  the  appropriating 
body  of  the  county,  the  Board  of  County  Commissioners,  as  well 
as  to  the  Judges. 

Respectfully  submitted, 

HARRIS  S.  KEELER, 

Director. 
Chicago,  November,  1912. 


SUMMARY  AND  CONCLUSIONS. 


I.    REFORMS  NEEDED. 

The  economical  and  efficient  administration  of  the  offices  of 
the  Clerks  of  the  Circuit  and  Superior  Courts  demands  two  im- 
portant reforms.  One  is  the  abolition  of  several  clerkships  on 
the  general  executive  staff  of  each;  the  other,  the  consolidation 
and  reorganization  of  the  record-writing  and  folio  divisions  in 
each  office,  including  the  substitution  of  modern  methods  for 
the  antiquated  ones  now  in  use. 

II.    SAVING  WHICH  CAN  AND  SHOULD  BE  EFFECTED. 

The  Chicago  Bureau  of  Public  Efficiency  believes  that,  if 
the  recommendations  contained  in  this  and  its  former  report  are 
adopted  and  the  changes  therein  suggested,  with  respect  to  or- 
ganization and  methods,  are  put  into  effect,  an  annual  saving  in 
salaries  amounting  in  the  aggregate  to  $54,320  can  be  made.  It 
is  needless  to  add  that  this  saving  should  be  made.  The  useless 
expenditure  of  public  funds  shown  in  connection  with  the  ad- 
ministration of  each  of  these  offices  should  be  stopped.  The  man- 
ner in  which  this  saving  can  be  effected  is  shown  in  the  follow- 
ing table: 

CIRCUIT  COURT. 

Saving  to  be  effected  by  abolishing  six 

clerkships    $  9,800 

Saving  to  be  effected  by  reorganization 

of  force  1 1,500 

Total  saving,  Circuit  Court $21,300 

SUPERIOR  COURT. 

Saving  to  be  effected  by  abolishing  eight 

clerkships  added  in  1912 $  9,400 

Saving  to  be  effected  by  abolishing  five 

other  clerkships    7,920 

Saving  to  be  effected  by  reorganization 

of  force   15,700 

Total  saving,  Superior  Court 33,020 

Combined  saving  which  can  and  should 

be  effected  in  both  offices $54,320 
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If  the  clerical  force  requested  by  the  two  Clerks  is  author- 
ized, the  combined  pay  roll  of  these  offices  for  the  year  1913  will 
aggregate  $164,140.  This  figure  is  based  on  the  appropriations 
made  for  the  year  1912.  The  above  saving,  therefore,  would 
amount  to  33  per  cent  of  the  total  expenditure  contemplated  by 
these  officials. 

Although  these  offices  perform  approximately  the  same 
amount  of  work,  the  Clerk  of  the  Superior  Court  employs  59 
assistants  at  an  annual  salary  cost  of  $85,740,  while  the  Clerk  of 
the  Circuit  Court  has  only  52  assistants  whose  salaries  aggre- 
gate $78,400.  Considered  separately,  therefore,  the  saving  indi- 
cated amounts  to  27  per  cent  in  the  Circuit  Court  office  and  39 
per  cent  in  the  Superior  Court  office. 

III.    NUMBER  OF  POSITIONS  AND  SALARY  RATES 
RECOMMENDED  FOR  1913. 

For  the  year  1913  the  Clerk  of  the  Circuit  Court  has  re- 
quested 63  assistants — 52  for  his  main  office  and  n  for  the 
Juvenile  Court  service.  This  is  the  number  now  employed.  The 
Bureau  recommends  that  the  Judges  authorize  only  50  clerks, 
39  of  whom  shall  be  designated  for  the  service  of  the  main  office 
and  the  remaining  n  of  whom  shall  be  provided  for  the  Juvenile 
Court  service. 

The  Clerk  of  the  Superior  Court  has  asked  for  59  clerks 
for  1913.  This  is  the  number  now  employed  by  him.  The  Bu- 
reau recommends  that  the  Judges  limit  the  number  authorized 
to  36. 

It  is  believed  that  the  number  of  clerks  recommended  can 
easily  perform  all  of  the  work  which  will  be  required  of  them. 
During  the  year  1912  the  volume  of  business  handled  by  each  of 
these  offices  has  varied  but  little  as  compared  with  that  of  the 
previous  year.  There  is  nothing  to  indicate  that  there  will  be 
any  material  increase  in  the  work  during  the  ensuing  year. 

The  tables  on  pages  14  and  23  set  forth  specifically  the  po- 
sitions and  salary  rates  which,  in  the  opinion  of  the  Bureau, 
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should  be  authorized  for  the  respective  offices.     Charts  of  pro- 
posed organization  are  shown  on  pages  26  and  27. 

It  is  respectfully  suggested  that  the  Judges  of  the  Circuit 
Court  in  entering  their  formal  order  adopt  and  use  the  de- 
scriptive titles  appearing  in  the  tables  above  mentioned. 

IV.    CONSOLIDATION   OF    RECORD-WRITING  AND  FOLIO 
DIVISIONS  URGED. 

In  each  office  three  separate  divisions  are  maintained  for 
performing  the  record-writing  and  folio  service.  The  work  of 
each  of  these  divisions  is  closely  related  to  the  others.  They 
should  be  consolidated  and  their  forces  reorganized.  Modern 
methods,  including  the  use  of  typewriters,  should  be  introduced. 
The  Bureau  believes  that  any  changes  in  the  present  arrange- 
ments for  doing  this  work  which  fall  short  of  its  complete  re- 
organization not  only  will  be  difficult  to  effect,  but  that  they 
will  prove  inadequate  and  unsatisfactory.  It,  therefore,  again 
earnestly  recommends  that  the  antiquated  methods  now  in  use 
be  discarded  altogether  and  that  the  work  be  organized  and  con- 
ducted in  an  efficient  and  business-like  manner. 

Attention  is  directed,  however,  to  the  fact  that  even  under 
present  methods  a  considerable  saving  could  be  made  in  the  cost 
of  performing  the  record- writing  and  folio  service,  if  the  clerks 
employed  were  required  to  do  a  reasonable  day's  work  and  if 
salaries  were  fixed  at  rates  commensurate  with  the  character  of 
the  work  performed. 

V.    LACK   OF    GOOD   FAITH   APPARENT    IN   THE   APPOINTMENT    OF 
ADDITIONAL  CLERKS  IN  THE  SUPERIOR  COURT  OFFICE. 

In  November,  1911,  the  Clerk  of  the  Superior  Court  request- 
ed that  he  be  given  15  additional  clerks.  In  the  petition  which 
he  filed  at  that  time  he  stated  that  the  election  of  six  additional 
judges  would  make  this  extra  clerical  force  necessary.  No  pre- 
tense was  then  made  that  more  clerks  were  needed  for  any  work 
except  that  which  might  arise  as  a  result  of  an  increase  in  the 
number  of  judges  trying  cases  in  this  court. 
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At  the  time  the  Judges  of  the  Circuit  Court  were  consider- 
ing the  request  of  the  Clerk,  conditions  seemed  to  indicate  that 
as  a  result  of  the  election  the  number  of  trial  judges  of  the  Su- 
perior Court  would  be  increased  by  three,  and  on  this  ground  the 
Clerk  was  authorized  to  employ  10  additional  men.  The  other 
three  newly  elected  judges  either  took  the  places  of  country 
judges,  who  had  been  sitting  in  the  Superior  Court,  or  were 
assigned  to  the  Criminal  Court. 

The  Appellate  Court  and  the  Criminal  Court  are  presided  over 
by  judges  assigned  in  part  from  the  Superior  Court.  As  a  result, 
some  of  the  Superior  Court  judges  are  always  engaged  in  these 
other  two  courts.  Additional  assignments  which  were  made  to 
these  courts  prior  to  April  I,  1912,  operated  to  reduce  the  num- 
ber of  judges  then  trying  cases  in  the  Superior  Court  to  10. 
This  was  the  number  of  judges  nominally  sitting  in  that  court 
in  November,  1911,  when  the  Clerk  made  his  request  for  more 
clerical  help. 

Eight  only  of  the  10  new  positions  authorized  have  been 
filled.  These  eight  appointments  were  not  made  until  April  and 
May,  1912 — more  than  four  months  after  the  authority  to  make 
them  had  been  granted.  At  the  time  of  making  these  appoint- 
ments, it  was  obvious  that  for  the  remainder  of  the  year  1912 
the  number  of  judges  sitting  in  the  Superior  Court  would  be 
no  greater  than  it  had  been  during  1911,  and  that  there  would 
be  no  occasion  for  additional  men  with  which  to  man  the  courts 
and  spread  the  records  of  court  proceedings. 

The  employment  by  the  Clerk  of  the  Superior  Court  of  eight 
additional  clerks  under  such  circumstances  and  their  assignment 
to  the  performance  of  work,  in  connection  with  which  previously 
he  had  not  even  pretended  more  help  was  needed,  and  with  re- 
spect to  the  volume  and  character  of  which  there  had  been  no 
material  change,  was  a  manifest  betrayal  of  the  confidence  placed 
in  the  Clerk  by  the  Judges  of  the  Circuit  Court  when  they  cre- 
ated these  additional  clerkships.  It  should  not  be  permitted  to 
go  unrebuked. 
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CIRCUIT  COURT. 

During  the  year  1911  the  Clerk  of  the  Circuit  Court  had  62 
assistants.  Fifty-two  of  them  were  employed  in  the  main  office 
and  10  were  engaged  on  Juvenile  Court  work.  For  the  year 
1912,  63  clerks — 52  for  the  main  office  and  II  for  the  Juvenile 
Court — were  requested  by  the  Clerk  and  authorized  by  the 
Judges.  The  petition  of  the  Clerk,  filed  in  June,  1912,  asks  that 
a  like  number  be  allowed  for  the  year  1913. 

The  Former  Report  of  the  Bureau. 

In  the  former  report  on  this  office,  which  was  issued  in  De- 
cember, 1911,  the  Bureau  dealt  only  with  matters  related  to  the 
administration  of  the  business  of  the  main  office.  The  Juvenile 
Court  staff  was  not  considered.  The  same  course  has  been  fol- 
lowed in  preparing  this  supplemental  report. 

In  the  former  report  it  was  shown  that  more  clerks  were 
employed  during  1911  than  were  necessary  to  perform  the  work 
of  that  year,  and  the  opinion  was  expressed  that,  if  the  force 
were  reorganized  and  modern  methods  substituted  for  those  then 
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in  use,  the  number  of  clerks  necessary  to  do  the  work  properly 
could  be  reduced  from  52  to  37.  The  annual  saving  in  salaries, 
which  the  changes  recommended  would  have  made  possible,  was 
estimated  at  approximately  $25,000. 

The  Supplemental  Investigation. 

The  supplemental  investigation  just  completed  shows  that  52 
clerks  are  still  employed.  Eleven  clerks,  nine  of  whom  are  min- 
ute clerks,  have  received  minor  salary  advances  aggregating 
$1,840.  The  amount  of  work  performed  during  the  current  year 
shows  a  slight  decrease  as  compared  with  that  performed  during 
1911.  There  are  no  indications  that  there  will  be  any  material 
increase  in  the  volume  of  business  to  be  handled  in  1913. 

The  Bureau,  therefore,  renews,  with  two  exceptions  (see 
pages  12-13),  the  recommendations  which  it  made  in  its  former 
report.  It  submits  that  they  should  be  adopted.  The  useless  ex- 
penditure of  public  funds,  which  was  shown  and  which  is  still 
going  on,  should  be  stopped. 

Decrease  Recommended  in  General  Staff. 

Briefly,  the  former  report  of  the  Bureau  recommended  the 
discontinuance  altogether  of  the  services  of  six  members  of  the 
general  executive  staff,  the  consolidation  of  the  record-writing 
and  folio  divisions,  and  a  complete  change  in  the  methods  em- 
ployed in  handling  the  work  of  these  divisions.  The  six  clerk- 
ships above  referred  to  were  the  following: 

I  assistant  chief  clerk $2,000 

i  assistant  execution  clerk 2,000 

I  bookkeeper  ,. 2,400 

i  register  clerk 1,200 

i  vault  clerk ,.-...   1,000 

i  docket  clerk 1,200 

6  $9,800 

The  abolition  of  these  clerkships  was  recommended  because 
the  volume  of  work  to  be  performed  did  not  warrant  their  re- 
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tention.     Their  duties  can  be  readily  assigned  to  other  clerks 
without  burdening  any  of  the  latter. 

Consolidation  of  Record-Writing  and  Folio  Divisions  Urged. 

With  respect  to  the  work  of  the  record-writing  and  folio 
divisions,  it  was  said  in  the  former  report  of  the  Bureau  (Re- 
port, Dec.,  1911,  pp.  17-19) : 

In  each  office  three  separate  divisions  are  maintained  for  per- 
forming the  record-writing  and  folio  service.  All  records  and  copies 
are  written  out  in  long  hand,  although  printed  form  books  are  pro- 
vided in  some  cases. 

The  efficient  administration  of  these  branches  of  the  service 
calls  for  the  consolidation  in  each  office  of  the  several  divisions  now 
maintained  as  well  as  a  substitution  of  modern  methods  and  devices 
for  those  now  in  use.  The  work  is  closely  related,  and  as  the  forces 
are  now  organized  an  interchange  of  clerks  is  occasionally  necessary. 
If  such  a  consolidation  were  effected,  the  work  of  the  respective 
staffs  could  be  more  readily  adapted  to  the  changing  requirements 
of  the  service.  The  entire  volume  of  the  work,  moreover,  could  be 
more  equitably  distributed.  Such  a  change  should  also  bring  about 
a  reduction  in  the  cost  of  doing  the  work. 

The  plan  here  proposed,  as  shown  by  the  charts*  on  pages  20 
and  34,  would  provide  for  a  superintendent,  an  assistant  superintend- 
ent, one  transcript  compiler,  a  general  clerk  and  five  typists  in  each 
office  to  perform  the  work  of  spreading  records  and  preparing  neces- 
sary copies.  To  the  superintendent  would  be  assigned  the  duty  of  lay- 
ing out  and  supervising  the  work.  He  would  also  be  required  to 
draft  such  law  orders  as  were  not  purely  formal,  which  would  reduce 
the  work  of  spreading  law  orders  practically  to  a  basis  of  copy  work. 
The  compiling  of  records  for  appeals  and  the  preparation  of  certified 
copies  would  be  assigned  to  the  assistant  superintendent,  who  would 
be  assisted  by  the  transcript  compiler.  The  latter  clerk  would  also 
attend  to  opening  the  original  entries  in  both  the  common  law  and 
chancery  dockets  and  would  operate  the  confession  and  such  other 
form  records  as  might  be  found  expedient.  The  general  clerk  would 
perform  such  general  duties  as  might  be  required  of  him.  The  writ- 

*  Similar  charts  of  organization  will  be  found  on  pages  26  and  27  of 
this  report. 
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ing  of  the  chancery  short  orders  would,  of  course,  be  assigned  to  the 
chancery  minute  clerks. 

The  following  yearly  salary  rates  are  recommended:  Superin- 
tendent, $2,000;  assistant  superintendent,  $1,500;  transcript  compiler, 
$1,200;  general  clerk,  $1,000;  and  typists,  $1,000  each. 

It  is  believed  that  under  this  arrangement  nine  clerks  in  each 
office,  with  salaries  aggregating  $10,700,  could  perform  the  work  of 
the  present  record-writing  and  folio  divisions.  For  this  purpose 
twenty  clerks  are  now  carried  on  the  pay  roll  of  the  Superior  Court 
office,  at  an  aggregate  annual  cost  of  $28,360,  while  eighteen  clerks, 
with  salaries  aggregating  $26,100  a  year,  are  assigned  to  this  work 
in  the  Circuit  Court  office.  An  annual  saving  of  $17,660  in  the  Su- 
perior Court  and  of  $15,400  in  the  Circuit  Court  is  therefore  indi- 
cated. As  the  plan  proposed  would  necessitate  assigning  an  extra 
clerk  to  the  naturalization  work  of  the  Circuit  Court  office,  this  lat- 
ter figure  should  be  reduced  to  $14,200.  The  transfer  of  the  writing 
of  chancery  short  orders  to  the  minute  clerks  and  on  account  thereof 
an  increase  of  salaries  in  some  instances  would  reduce  the  Superior 

Court  figure  to  $16,860. 

#  *  *  *  *  * 

The  introduction  of  typewriters  would,  of  course,  call  for  the 
co-operation  of  the  county  board.  Five  book  machines  and  two  or 
three  standard  machines  in  each  office,  requiring  an  initial  expendi- 
ture of  about  $2,000,  would  meet  the  present  demands  of  the  service. 

Since  the  foregoing  was  written,  several  minor  changes  have 
been  made  in  the  organizations  as  they  then  existed  and  in  sal- 
ary rates  paid.  What  was  formerly  said,  however,  with  respect 
both  to  the  number  employed  and  the  economies  which  could  be 
effected,  is  still  substantially  true. 

It  is  believed  that  the  organization  recommended  would  ex- 
perience no  difficulty  in  performing  this  work,  when  the  typists 
who  would  be  assigned  to  the  law  record-writing  had  become 
familiar  therewith.  It  is  recognized,  however,  that  the  spread- 
ing of  records  of  this  character  involves  more  than  typewriting 
and  that  it  may  be  necessary  to  train  typists  to  do  it.  It  is  rec- 
ommended, therefore,  that  in  addition  to  the  force  above  men- 
tioned an  experienced  clerk  be  retained  in  each  office  during  the 
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ensuing  year  to  supervise  the  writing  of  the  law  records,  and 
that  his  salary  be  fixed  at  $1,800. 

Not  all  of  the  waste  in  connection  with  the  record-writing 
and  folio  divisions  of  the  service  is  due  to  the  methods  used. 
As  was  pointed  out  in  the  former  report,  if  the  clerks  in  these 
divisions  were  required  to  do  a  reasonable  amount  of  work,  and 
if  their  salaries  were  fixed  at  rates  commensurate  with  the  char- 
acter of  work  performed,  a  very  considerable  saving  could  be 
made.  The  Bureau  believes,  however,  that  any  changes  in  the 
present  arrangements  for  performing  this  work  which  fall  short 
of  a  consolidation  and  complete  reorganization  of  these  divisions 
not  only  will  be  difficult  to  effect,  but  that  they  will  prove  un- 
satisfactory. It,  therefore,  again  earnestly  recommends  that  the 
antiquated  methods  now  in  use  be  discarded  altogether  and  that 
the  work  be  organized  and  conducted  in  an  efficient  and  business- 
like manner. 

Minute  Clerks. 

At  the  time  the  Bureau  published  its  former  report  in  De- 
cember, 1911,  there  were  n  judges  trying  cases  in  the  Circuit 
Court.  The  report,  therefore,  recommended  the  employment  of 
ii  minute  clerks.  An  additional  chancery  calendar  has  been  pre- 
pared for  the  current  court  year.  This  will  necessitate  the  serv- 
ices of  one  more  minute  clerk  than  was  formerly  recommended. 


Clerkships  Recommended  for 

For  the  year  1913  the  Bureau  recommends  that  the  follow- 
ing 39  assistants  be  authorized  for  the  Clerk  of  the  Circuit 
Court  and  that  their  salaries  be  fixed  at  the  rates  set  out  below. 
It  is  respectfully  suggested,  moreover,  that  in  the  formal  order 
authorizing  their  employment  the  descriptive  titles  appearing  in 
the  table  be  used. 
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TABLE  SHOWING  NUMBER  OF  CLERKSHIPS  RECOMMENDED 
BY  THE  BUREAU;  ALSO  DESCRIPTIVE  TITLES  AND 

SALARY  RATES  PROPOSED. 
Descriptive  Title.  Salary. 

chief  clerk $  3,000 

clerk  in  charge. ^ 1,800 

filing  and  process  clerk 1,800 

assistant  filing  and  process  clerk , 1,500 

cashier 1,800 

execution  clerk , 2,000 

pending  file  clerks  ($1,200  each) 2,400 

vault  clerk , 1,000 

register  clerk , 1,200 

general  clerk 1,000 

1  stenographer 1,000 

2  naturalization  clerks  ($1,500  each)  . ., ,. .  3,000 

I  naturalization  clerk 1,200 

I  superintendent,  record-writing  and  folio  division 2,000 

I  asst.  superintendent,  record-writing  and  folio  division. .  1,500 

I  transcript  compiler,  record-writing  and  folio  division. .  1,200 

i  general  clerk,  record- writing  and  folio  division 1,000 

i  law  record-writer 1,800 

5  stenographers  and  typists  for  work  in  record-writing 

and  folio  division  ($1,000  each) 5,000 

4  chancery  minute  clerks  ($1,800  each) 7,200 

8  law  minute  clerks  ($1,500  each) 12,000 

i  substitute  minute  clerk 1,200 

i  stenographer  for  use  of  judges 1,500 


39 

Saving  Which  Can  Be  Effected. 

The  salary  appropriations  for  the  clerical  force  of  this  office 
for  the  year  1912  aggregated  $78,400.  If  the  foregoing  plan  of 
organization  is  adopted,  an  annual  saving  of  $21,300  can  be  made. 
This  amounts  approximately  to  27  per  cent  of  the  present  pay 
roll  expenditure. 


SUPERIOR  COURT 

Fifty-one  clerks  were  employed  in  the  office  of  the  Clerk 
of  the  Superior  Court  during  the  year  1911.  On  November  20, 
1911,  the  Clerk  filed  his  petition  for  help  for  the  year  1912.  In 
that  petition  he  stated:  "At  the  election  held  November  last, 
six  additional  judges  were  elected  to  this  Court,  which  will  make 
it  necessary  to  have  an  additional  clerical  force  of  15  men/' 
The  Judges  of  the  Circuit  Court  declined  to  grant  this  request 
in  full,  but  authorized  10  additional  clerks. 

On  June  i,  1912,  the  Clerk  filed  a  petition  setting  forth  the 
number  of  employes  which  he  estimated  would  be  required  to 
perform  the  work  of  the  office  during  the  year  1913.  In  this 

petition  he  stated: 

For  the  year  1912  I  requested  an  additional  allowance  of  fifteen 
men  because  of  the  election  of  six  additional  judges  to  the  Superior 
Court.  After  mature  investigation,  I  decided  that  ten  additional 
men  would  be  sufficient,  and  so  notified  Judge  Baldwin;  consequently 
the  Circuit  Judges  gave  me  ten  additional  men  for  1912  instead  of 
fifteen  as  per  my  original  request;  and  in  making  requisition  for  the 
additional  men  from  the  Civil  Service  Commission  I  reduced  the  num- 
ber to  eight,  and  while  the  office  will  need  this  number  of  men  for 
the  year  1913,  I  am  inclined  to  believe  this  number  will  be  sufficient. 

At  the  time  of  this  supplemental  investigation,  59  clerks 
were  being  carried  on  the  pay  roll. 

The  Supplemental  Investigation. 

The  Bureau  has  supplemented  the  inquiry  which  it  made  in 
1911  into  the  affairs  of  this  office  by  a  second  careful  investiga- 
tion. It  finds  that,  except  for  the  addition  of  the  eight  clerks 
above  mentioned,  there  have  been  no  substantial  changes  in  the 
organization  of  the  force  during  1912,  and  that  the  methods  em- 
ployed in  doing  the  work  are  the  same  as  at  the  time  of  the 
former  inquiry.  As  in  the  Circuit  Court  office,  salary  raises 
have  been  granted  in  a  few  instances.  The  volume  of  business 
handled  during  the  past  year  has  not  differed  substantially  from 
that  handled  during  1911. 
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As  a  result  of  this  supplemental  investigation,  the  Bureau 
is  of  the  opinion : 

T.  That  the  services  of  the  eight  clerks  who  were  added 
to  the  pay  roll  in  April  and  May,  1912,  have  not  been  needed 
at  any  time  since  the  appointments  were  made.  On  Novem- 
ber 30,  1912,  their  salaries  will  have  aggregated  approxi- 
mately $5,600. 

2.  That  the  changes  in  methods  and  organization  which 
were  recommended  by  the  Bureau  in  its  report  of  December, 
1911,  should  be  adopted  and  put  into  effect.    These  changes, 
if  made,  would  not  only  effect  large  economies,  but  would 
result  in  more  efficient  service. 

3.  That  36  clerks  can  easily  perform  the  work  to  be 
done  during  the  year  1913  and  that  this  number  only  should 
be  authorized  by  the  Judges  instead  of  the  59  now  employed 
and  again  requested.    There  is  nothing  to  indicate  that  the 
amount  of  work  which  this  office  will  be  called  upon  to  per- 
form during  1913  will  be  greater  than  that  which  has  been 
performed  during  either  of  the  past  two  years. 

The  Six  Additional  Judges. 

It  will  be  noted  that  the  additional  help  for  1912  was  asked 
on  the  pretext  that  the  election  of  six  additional  judges  would 
require  a  larger  clerical  force. 

It  was  pointed  out  in  the  report  of  the  Bureau  last  year 
that  not  all  of  the  judges  who  are  elected  as  Superior  Court 
judges  actually  sit  at  the  same  time  to  try  cases  in  that  court. 
Several  of  them  are  always  engaged  in  the  Appellate  and  Crim- 
inal Courts.  Two  of  the  new  judges  mentioned  above  were 
transferred  to  the  Criminal  Court.  Prior  to  December  4,  when 
the  newly  elected  judges  came  on  the  bench,  there  had  been 
two  country  judges  trying  cases  in  the  Superior  Court.  The 
latter  did  not  sit  after  December  4,  their  places  being  taken  by 
two  of  the  other  new  judges. 

The  reorganization  of  the  Superior  Court  judiciary  which 
took  place  about  December  I  and  the  assignments  of  judges 
which  were  made  to  the  Criminal  and  Appellate  Courts  at  that 
time,  or  shortly  afterwards,  brought  about  the  following  condi- 
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tions.  For  18  days  subsequent  to  December  4,  1911,  there  were 
13  judges  sitting.  The  number  was  then  reduced  to  n,  and 
this  status  was  maintained  until  April  I,  when  the  number  was 
further  reduced  to  10.  During  this  time  the  work  of  the  office 
was  being  carried  on  by  51  clerks.  Six  of  the  eight  additional 
clerks  were  not  appointed  until  April  20,  1912,  and  the  other 
two  were  appointed  at  a  later  date.  After  April  20  and  prior 
to  July  13,  when  the  courts  closed  for  the  summer,  there  were 
only  eight  days  on  which  the  number  of  judges  sitting  exceeded 

I0 and  10  was  the  usual  number  of  judges  assigned  to  the  trial 

calendars  of  this  court  during  practically  the  entire  year  prior 
to  December  I,  1911. 

It  is  evident,  therefore,  that  the  "election  of  six  additional 
judges"  has  not  occasioned  any  necessity  for  increasing  the  num- 
ber of  employes  in  the  Clerk's  office. 

How  the  Eight  New  Clerks  Were  Assigned. 

When  the  ground  upon  which  the  additional  clerks  were 
asked  is  considered,  the  manner  in  which  their  services  were 
utilized  after  their  appointment  is  worthy  of  note.  Classified 
in  a  very  general  way,  the  work  of  a  court  clerk  and  his  as- 
sistants involves:  First,  the  receipt  and  filing  of  papers  and 
the  issuance  of  process,  and  the  keeping  of  records  incidental 
to  this  work,  such  as  dockets,  indexes,  registers,  etc.;  and,  sec- 
ond, the  recording  of  the  proceedings  had  before  the  judges. 

An  increase  in  the  number  of  judges  trying  cases  would 
not  affect  the  volume  of  work  of  the  first  class,  as,  for  instance, 
that  incident  to  the  commencement  of  new  suits.  On  the  other 
hand,  an  increase  in  the  number  of  judges  would  immediately 
require  more  minute  clerks  with  which  to  man  the  courts,  and 
the  effect  of  the  additional  work  which  these  judges  would  do 
would  at  once  be  noticed  in  the  record-writing  division  through 
an  increase  in  the  number  of  orders  and  decrees  to  be  spread 
upon  the  records. 

It   is   significant,   therefore,   that   none   of   the    eight    addi- 
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tional  clerks  have  been  performing  the  work  of  minute  clerks  or 
record- writers.  The  reason  is  apparent — there  was  no  addi- 
tional work  of  that  character  to  be  performed.  Under  these 
circumstances,  it  seems  pertinent  to  inquire: 

1.  If  these  men  were  asked  for  in  good  faith,  why  were 
they  employed  at  all,  when  it  became  obvious  that  the  number 
of  fudges  neither  was  nor  would  be  any  greater  than  before? 

2.  Why  were  they  all  assigned  to  work  for  which  the 
Clerk  had  not  even  pretended  additional  help  was  needed? 

The  following  table  shows  the  number  of  clerks  employed 
during  the  year  1911,  also  the  number  employed  subsequent  to 
May  10,  1912,  when  the  eight  additional  clerks  had  all  been  ap- 
pointed. The  group  classification  is  in  accordance  with  duties 
performed : 


Classification  Number  Employed         Number  Employed 

by  Groups.  During  1911.  During  1912.          Increase. 


General  staff*  

18 

24 

6 

Naturalization  clerks  

2 

A 

2 

Law  record-writers   

A 

*f 

4 

Chancery  record-writers  
Folio  clerks  

12 

e 

10 

7 

2 

Minute  clerks   

j 
IO 

/ 
IO 

Total  

CQ 

8 

•* 

oy 

*Chief  clerk  and  judges'  stenographer  are  included. 
fDecrease. 

Changes  in  the  General  Staff. 

The  following  six  clerks  were  added  to  the  general  staff: 
i  additional  register  clerk, 
i  additional  vault  clerk. 
3  additional  general  clerks, 
i  night  clerk. 

Prior  to  the  appointment  of  the  additional  register  clerk, 
one  clerk  was   operating  the  general   register,   and   documents 
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were  being  registered  within  approximately  two  hours  of  the 
time  of  filing.  The  service  in  this  respect  was  excellent.  Dur- 
ing the  past  year  there  has  been  a  nominal  decrease  in  the 
amount  of  work  to  be  done  and  there  has  been  no  occasion  what- 
ever for  the  services  of  an  additional  clerk.  Observations  on 
the  part  of  the  investigators  of  the  Bureau  tend  to  show  that, 
since  the  work  has  been  divided  between  two  clerks,  each  has 
found  it  necessary  to  devote  a  considerable  portion  of  his  time 
to  "soldiering." 

In  1911,  two  clerks  were  assigned  to  the  main  vault.  It  was 
the  opinion  of  the  Bureau  at  the  time  of  its  former  investigation 
that  one  man  could  handle  this  work  if  occasional  assistance 
were  given  him  by  the  general  clerks.  It  now  finds  not  only 
that  the  reduction  recommended  has  not  been  made,  but  that  an 
additional  man  has  been  assigned  to  this  work.  At  the  time  of 
preparing  this  report  (October)  one  of  these  clerks  was  on  fur- 
lough and  it  had  not  been  found  necessary  to  substitute  any  one 
in  his  place.  Two  of  the  three  clerks  now  employed  should  be 
dispensed  with. 

Three  additional  general  clerks  have  also  been  added,  mak- 
ing the  total  number  five.  Neither  of  these  clerks  is  assigned  to 
any  specific  work.  With  the  office  manned  so  as  to  provide  a 
regular  clerk  or  clerks  for  every  definite  kind  of  work  which  the 
force  is  called  upon  to  perform,  the  occasion  for  five  clerks  with 
nothing  in  particular  to  do  is  not  apparent.  Last  year  there 
were  two  general  clerks;  it  was  the  opinion  of  the  Bureau  that 
they  furnished  all  of  the  help  necessary  for  relief  or  emergency 
purposes.  The  three  new  appointees  should  be  discharged. 

The  employment  of  a  "night  clerk"  is  a  departure.  No 
other  Clerk's  office  is  provided  with  such  an  employe.  His  duty, 
as  set  forth  in  the  petition  of  June  i,  1912,  "is  to  wait  on  the 
public  and  to  protect  the  office  between  3  and  n  o'clock  until 
the  office  is  finally  closed."  The  office  is  "finally  closed"  about  5 
o'clock  so  far  as  the  "public"  is  concerned.  If  this  clerk  is 
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needed  to  wait  on  the  "public"  from  3  until  5  o'clock,  why  not 
before  3  o'clock?  With  the  office  closed  to  the  public,  condi- 
tions between  5  and  n  o'clock  (except  for  the  presence  of  the 
janitor  force)  are  the  same  as  they  are  between  n  o'clock  and 
the  time  when  the  office  opens  in  the  morning.  No  other  county 
office  finds  it  necessary  to  protect  itself  against  the  janitor  force. 
If  protection  from  any  other  danger  is  needed,  why  not  after 
ii  o'clock  as  well  as  before?  The  Bureau  believes  that  this 
position  is  entirely  unnecessary  and  that  it  should  be  abolished 
forthwith. 

Naturalisation  Clerks. 

In  December,  1911,  two  clerks  were  assigned  to  the  nat- 
uralization work  of  the  office.  These  clerks  had  performed  all 
of  thf*  current  work  up  to  that  time.  For  a  considerable  period 
prior  thereto,  however,  two  other  clerks  had  been  rewriting  the 
naturalization  indexes.  In  his  report  filed  November  20,  1911, 
the  Clerk  stated  that  this  work  had  been  completed.  Notwith- 
standing the  fact  that  the  back  work  was  then  completed  and 
that  since  that  time  the  volume  of  current  work  has  remained 
practically  the  same  as  before,  the  force  of  clerks  assigned  to 
it  has  been  doubled.  Four  clerks  are  now  doing  the  work  for- 
merly handled  by  two.  Again  it  is  pertinent  to  ask  what  is  the 
connection  between  the  work  of  these  clerks  and  the  election  of 
six  additional  judges. 

Folio  Clerks. 

During  November,  1911,  there  were  four  clerks  regularly 
employed  in  the  folio  division.  A  fifth  clerk  assisted  in  the  work 
except  at  such  times  as  he  was  required  to  serve  as  a  substitute 
minute  clerk.  It  was  claimed  also  that  during  "rush"  periods 
the  chancery  record-writers  assisted  on  the  folio  work. 

All  of  the  work  of  this  division  is  paid  for  on  the  "piece' 
basis.  The  fees  earned,  therefore,  indicate  the  volume  of  work 
done.  In  its  former  report,  the  Bureau  called  attention  to  the 
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fact  that  five  clerks  usually  worked  in  this  division.  Since  that 
time  two  more  clerks,  with  salaries  aggregating  $200  a  month, 
have  been  added  to  the  force  formerly  employed.  During  the 
nine  months  ended  July  31,  1912,  the  earnings  of  this  division 
decreased  $373  as  compared  with  the  corresponding  period  of 
the  previous  year.  The  salaries  of  the  clerks  employed  on  this 
work  for  the  same  nine  months  of  the  current  year  were  ap- 
proximately $750  more  than  for  the  corresponding  period  of 
the  previous  year. 

The  plan  recommended  by  the  Bureau  for  the  reorganization 
of  the  record-writing  and  folio  divisions  of  the  service  contem- 
plates the  consolidation  of  the  work  of  this  group  of  clerks  with 
that  of  the  record-writers.  Whether  the  plan  suggested  is  adopt- 
ed or  not,  the  two  clerks  who  were  added  to  this  group  in  April 
and  May,  1912,  should  be  dropped  from  the  force. 

Recommendations  Made  in  Former  Report. 

In  its  report  issued  in  December,  1911,  the  Bureau  recom- 
mended the  discontinuance  of  the  following  positions.  The  sal- 
ary rates  shown  are  those  authorized  for  the  current  year: 

1  bookkeeper  $2,400 

2  process  clerks   2,520 

I  judgment  clerk 1,800 

I  vault  clerk 1,200 


Total    $7,920 

As  in  the  case  of  the  Circuit  Court  office,  the  reason  as- 
signed for  abolishing  these  clerkships  was  that  the  volume  of 
work  to  be  done  did  not  justify  their  retention. 

It  was  shown  in  that  report  that  the  cost  of  spreading  the 
records  of  court  proceedings  was  excessive  in  both  the  law 
and  chancery  divisions.  The  consolidation  of  these  divisions  of 
the  service  with  the  work  of  the  folio  division  and  the  substitu- 
tion of  typewriters  for  the  longhand  copying  method  were  rec- 
ommended for  the  purpose  of  remedying  the  conditions  shown. 
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What  was  said  on  this  subject  at  that  time  appears  on  page  n  of 
this  report.  It  applies  now  with  as  much  force  as  it  did  then. 
The  annual  saving  which  the  Bureau  believed  it  possible  to  ef- 
fect by  making  these  changes  was  estimated  at  $16,860. 

The  mere  shifting  of  the  work  of  writing  the  chancery  short 
orders  from  the  record-writing  clerks  to  the  chancery  minute 
clerks  would  alone  effect  an  annual  saving  of  $5,700  and  at  the 
same  time  permit  of  paying  these  minute  clerks  additional  com- 
pensation commensurate  with  the  extra  work  performed.  This 
is  now  the  practice  in  the  Circuit  Court. 

It  was  pointed  out,  however,  that  the  excessive  cost  of  pre- 
paring the  records  under  present  methods  was  due  largely  to  the 
small  average  amount  of  work  done  by  each  clerk  and  the  un- 
usually high  salary  rates  which  are  paid  for  this  character  of 
work.  As  was  said  on  page  13  of  this  report  with  respect  to 
the  record-writing  work  in  the  Circuit  Court  office,  if  the  clerks 
were  required  to  do  a  fair  day's  work  and  were  paid  onlv  rea- 
sonable salary  rates,  the  cost  of  this  work  could  be  greatly  re- 
duced. The  Bureau  repeats,  however,  that  the  antiquated  meth- 
ods now  in  use  should  be  discarded  altogether. 

Minute  Clerks. 

The  number  of  regular  minute  clerks  recommended  by  the 
Bureau  in  its  report  of  December,  1911,  was  13.  This  number 
was  based  on  the  number  of  judges  then  trying  cases  in  the 
Superior  Court.  Investigation  shows  that  for  the  greater  part 
of  the  time  since  that  report  was  issued  the  maximum  number 
of  judges  sitting  has  been  10.  Since  the  calendars  made  up  for 
the  current  court  year  provide  for  only  that  number  of  judges, 
10  regular  minute  clerks  and  one  substitute  should  be  sufficient 
to  man  the  courts.  If  additional  assistance  is  needed,  the  main 
office  force  is  ample  to  provide  it. 

Clerkships  Recommended  for  ipij. 

For  the  year  1913  the  Bureau  recommends  that  the  follow- 


Clerks  of  Circuit  and  Superior  Courts  23 

ing  36  assistants  be  authorized  for  the  Clerk  of  the  Superior 
Court  and  that  their  salaries  be  fixed  at  the  rates  set  out  below. 
It  is  respectfully  suggested,  moreover,  that  in  the  formal  order 
authorizing  their  employment  the  descriptive  titles  appearing  in 
the  table  be  used. 

TABLE  SHOWING  NUMBER  OF  CLERKSHIPS  RECOMMENDED 
BY  THE  BUREAU;  ALSO  DESCRIPTIVE  TITLES  AND 

SALARY  RATES  PROPOSED. 
Descriptive  Titles.  Salary. 

I  chief  clerk $  3,000 

I  filing  and  process  clerk 2,000 

I  assistant  filing  and  process  clerk 1,500 

I  cashier 1,800 

i  execution  clerk 1,800 

I  pending  file  clerk 1,320 

I  pending  file  clerk 1,200 

i  vault  clerk 1,000 

I  register  clerk 1,200 

I  general  clerk 1,500 

i  general  clerk 1,000 

I  stenographer 1,000 

i  naturalization  clerk 1,800 

i  naturalization  clerk 1,500 

I  superintendent,  record-writing  and  folio  division 2,000 

i  asst.  superintendent,  record-writing  and  folio  division. .  1,500 

I  transcript  compiler,  record-writing  and  folio  division. .  1,200 

i  general  clerk,  record- writing  and  folio  division 1,000 

i  law  record-writer. 1,800 

5  stenographers  and  typists  for  work  in  the  record-writ- 
ing and  folio  division  ($1,000  each) 5,ooo 

3  chancery  minute  clerks  ($1,800  each) 5,400 

7  law  minute  clerks  ($1,500  each) 10,500 

i  substitute  minute  clerk 1,200 

i  judges'  stenographer 1,500 

36  $52,720 
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Saving  Which  Can  Be  Effected. 

If  the  clerical  force  requested  for  the  year  1913  by  the  Clerk 
of  the  Superior  Court  is  authorized,  the  salary  appropriations 
for  the  office  will  aggregate  $85,740  on  the  basis  of  the  rates 
now  paid.  If  the  foregoing  plan  of  reorganization  is  adopted, 
an  annual  saving  of  $33,020  can  be  made.  This  amounts  ap- 
proximately to  39  per  cent  of  the  present  pay  roll  expenditure. 


CHARTS   OF   PROPOSED   ORGANIZATION    AND   SALARY 
RATES  RECOMMENDED. 

Charts  of  proposed  organization  and  salary  rates  recom- 
mended for  the  year  1913  are  shown  on  the  pages  immediately 
following.  An  examination  of  these  charts  and  of  the  tables  on 
pages  14  and  23  of  this  report  will  show  that  for  the  most  part 
the  recommendations  made  this  year  conform  with  those  indi- 
|  cated  on  the  charts  appearing  on  pages  20  and  34  of  the  former 
report  of  the  Bureau.  Several  minor  exceptions  will  be  noted, 
however. 

An  additional  clerk  is  now  recommended  for  the  law  record- 
writing  work.  The  reason  assigned  for  this  change  appears  on 
page  12.  It  will  be  noted  that  only  a  temporary  change  is  con- 
templated. The  number  of  minute  clerks  has  been  changed  to 
meet  the  requirements  of  the  current  court  year.  In  a  few  in- 
stances changes  have  been  made  in  the  descriptive  titles. 

Several  discrepancies  appear  between  the  salary  rates  shown 
on  the  charts  appearing  in  the  former  report  and  those  set  out 
in  the  charts  and  tables  of  this  report.  In  a  few  cases  also,  the 
rates  recommended  for  1913  for  corresponding  positions  in  the 
two  offices  are  not  the  same. 

The  Legislature  in  1909  increased  the  compensation  of  each 
of  these  Clerks  from  $5,000  to  $9,000  a  year.  The  new  rate  will 
go  into  effect  in  December,  1912.  The  rate  shown  on  the  for- 
mer charts  for  law  minute  clerks  was  $1,320,  which  was  the 
prevailing  rate  then  paid  for  this  class  of  service.  When  the 
1912  budget  was  passed  this  rate  was  raised  to  $1,500.  The 
Bureau  believes  that  the  salaries  for  this  class  of  work  should 
not  be  increased  beyond  the  present  rate.  On  the  charts  shown 
in  this  report  the  present  rate  has  been  substituted  for  the  old  one. 
With  respect  to  the  other  rates  shown  on  the  former  charts,  the 
Bureau  believes  that  they  are  such  as  would  afford  fair  com- 
pensation for  the  character  of  the  work  indicated.  In  making  its 
recommendations  for  1913,  however,  it  has  adopted  for  the  most 
part  those  rates  now  paid.  It  has  not  considered  the  differences, 
which  appear  in  only  three  or  four  instances,  to  be  of  sufficient 
importance  to  justify  its  recommending  reductions  in  these  cases 
so  long  as  the  positions  are  held  by  the  present  incumbents. 
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